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LONG TERM SCHEDULE CORRECTION 
PLEASE INK IN NOW I 

The grade requirements tor Bas i c 
Management scheduled for 2 December 
1957 and for 16 June 1958 are in- 
correct AS SHOWN ON THE LONG TERM 
Schedule dated October 1957. These 
two runnings are open to personnel 
who are GS 11 - 13. (The correct 
symbol for this grade level is a 

CIRCLE WITH A LINE DRAWN THROUGH. 

Please correct your Schedule to re- 


TEACHING DEVICE 

of Western Eu- 
the first time 
:r i ng of Ameri- 
cans Abroad Orientation 
Through use of the "Black Light" 

TECHNIQUE IT WAS POSSIBLE TO MAKE 
USE OF THE MAP AT THESAME TIME THAT 
COLORED SLIDES ON AND NEIGH- 

BORING COUNTRIES WERE SHOWN. 


FLECT THIS. ) 


AAOj 


USES NEW 


An ILLUSTRATED MAP 
ROPE WAS USED FOR 
IN THE RECENT OFFE 



FDD, Wl LL USE A 
txCERPTS FROM REPR 
TATIVE MUSICAL SELECTIONS IN HIS 
LECTURE ON 0N A? , 2i5iifet)A 

B ER AT 1110 HOURS . THIS INNOVATION 
WILL PROVIDE A HIGHLY PLEASURABLE 
ASPECT TO THE PROGRAM AND WILL GO 
FAR TO CONVEY AN APPRECIATI 
THE ■■ OUTSTANDING CO 
TION IN THE FIELD OF MUSIC. 




November. 1030 


25X1 A 
1145 . W i L- 



Arts" . They will show color slides 


nilRl'NR THE LECTURE , 


The use of this teaching device 

FACILITATES THE ASSOCIATION OF THE 
SLIDES WITH THE INSTRUCTION PREVI- 
OUSLY RECEIVED ON GEOGRAPHIC LOCA- 
TION. 


On 21 November. 0900 - 1020, Gun- 



5X1 A9a 


speak on "Education and Science" as 


replacements for 


1A9a 
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INTELLIGENCE ORIENTATION EXHIBITS 

The Office of Training each month 

PRESENTS TWO EXHIBITS ON THE FUNC- 
TIONS of CIA components: the I ntel - 
mgence Products Exhibit and the 
.Support Exhibit . Although designed 

PRIMARILY AS ‘INTEGRAL PARTS OF I N- 

telligence Orientation , the exhibits 

ARE OPEN to ALL AGENCY PERSONNEL WHO 
MIGHT BENEFIT FROM THEM. 

Each exhibit is unique in that it 
GRAPHICALLY PRESENTS A COMPREHENSIVE 
VIEW OF MANY AGENCY ACTIVITIES. THE 

CIA Support Exhibit , based on the 

THREEFOLD THEME OF MEN, MONEY AND 
MATERIAL, DEPICTS THE ROLE OF THE 
DD/S ELEMENTS IN SUPPORTING THE MIS- 
SION of the Agency. The Intelli- 
gence Products Exhibit pictures the 

FACTORS INVOLVED IN THE COLLECTION 
AND PRODUCTION OF INTELLIGENCE. 

Future CIA Support Exhibits have 
BEEN SCHEDULED FROM 1400 TO 1615 IN 
the R&S Auditorium on the following 
dates : 

4 December, Wednesday 

15 January, Wednesday 

12 February, Wednesday 

Intelligence Products Exhibits 
WILL BE PRESENTED FROM 0930 TO 1200 
in the R&S Auditorium on the follow- 
ing dates: 

5 December, Thursday 

16 January, Thursday 

13 February, Thursday 


CLERICAL SKILLS QUALIFICATION TESTS 
SCHEDULED FOR OCTOBER AND NOVEMBER 

Clerical Skills Qualification 
tests in shorthand and typewriting, 
administered to on-the-job employees 

WHO MUST MEET AGENCY STANDARDS, WILL 

be given Mondays during November and 
December as follows: 

25 November 16 December 

(Typewriting: 1315 Shorthand: 1400) 

These tests are given in Room 508, 
1016 16th Street. 

Supervisors who wish to have em- 
ployees TESTED SHOULD GET IN TOUCH 
with their Personnel Placement Offi- 
cers. The officers will arrange for 
TEST REGISTRATION. 

Usually, employees who do not meet 
the Agency clerical skills standards 

IN THESE TESTS SHOULD BE ENROLLED IN 

the Clerical Refresher Program . 

LISTED IN YOUR OFFICE COPY OF THE 

OTR Catalog as courses B- 12 to B-19. 


r/tr moves to quarters eye 

The Office of the Registrar (R/TR) 
now is located in 2605 Quarters Eye; 
telephones remain the same. 


A R ' ' 
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INTRODUCTION TO SUPERVISION 
NEW TWENTY-HOUR COURSE 

The first experimental presen- 
tation OF A NEW 20-HOUR COURSE, TEN- 
TATIVELY called Introduction to 
Supervision , will be given by the 
Management Training Faculty from 2 - 
6 December. The course will be held 
mornings only (0830 - 1230), and 
will be offered once during 1957. 
Further scheduling of this introduc- 
tory COURSE IN SUPERVISION IN 1958 
WILL DEPEND ON THE RESULTS OF ANALY- 
SIS AND EVALUATION AFTER THIS RUN- 
NING. 


The objective of this training is 

ORIENTATION TO PROBLEMS OF HUMAN RE- 
LATIONS ON THE JOB, TO REQUIREMENTS 
ON THE NEW SUPERVISOR FOR ORGANIZA- 
TION OF GROUP WORK, AND TO OTHER 
SUPERVISORY RESPONSIBILITIES AND RE- 
LATI ONSHI PS . 

Enrollment will be limited to 18 
INDIVIDUALS, GS 5 - 7, WHO HAVE HAD 
NO SUPERVISORY EXPERIENCE BUT FOR 
WHOM SOME SPECIFIC SUPERVISORY POSI- 
TION IS PLANNED. THE DEADLINE FOR 
SUBMISSION OF ENROLLMENT REQUESTS TO 

the Registrar/TR IS 1700 HOURS, 22 
November . 


LANGUAGE STUDY PROGRESSES 

Current enrollment in internal 

DAYTIME LANGUAGE TRAINING COURSES IS 
APPROXIMATELY 2 12 J ENROLLMENT IN 
SELF-STUDY PROGRAMS IS APPROXIMATELY 

191. 

Current enrollment in non-duty - 
HOURS LANGUAGE COURSES IS 252, 
STUDYING THE FOLLOWING LANGUAGES: 

Chinese Italian Portuguese 
Finnish Japanese Russian 

French Persian Spanish 

German Polish 

The Language Laboratory was uti- 
lized by 279 students during the 
PAST MONTH, FOR A TOTAL OF 2,535 
HOURS, IN THE STUDY OF 19 DIFFERENT 
LANGUAGES . 

Qualifications Review and Place- 
ment Panels recently met to consider 

PERSONNEL FOR THE FOLLOWING: 

Polish German Czech 


LANGUAGE PROFICIENCY EXAMINATIONS 


During September, Language Profi- 
ciency EXAMINATIONS WERE GIVEN TO 37 
PEOPLE FROM VARIOUS AGENCY COMPO- 
NENTS. Of these, 25 were by regular 

TESTS AND 12 WERE BY SPECIAL RE- 
QUEST. The languages were: 


Chinese (Mandar 

French 

German 

Indonesian 

Japanese 


n) Norwegian 
Romanian 
Russ i an 
Spanish 
Ukra i ni an 


Ar 


A: 7 \\ 
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LANGUAGE TRAINING FOR DEPENDENTS 

A SIGNIFICANT ADDITION TO THE LAN- 
GUAGE TRAINING PROGRAM OF THE LAN- 
GUAGE and Area School is the current 
ENROLLMENT OF 10 Wl VES OF AGENCY EM- 
PLOYEES. They are enrolled in both 
DAYTIME AND EVENING CLASSES OF 

French, Spanish, Portuguese, German 
and Japanese. 

The courses vary in intensity from 

FIVE CLASS-HOURS PER WEEK TO FULL- 
TIME (40 hours per week); AND, IN 
MOST CASES, PARALLEL LANGUAGE TRAIN- 
ING IS BEING GIVEN TO THE HUSBANDS. 

Nine of the husbands are in DD/p, 

AND ONE IS IN DD/l . 

The ADVANTAGES OF HAVING THE WIFE 
SPEAK THE LANGUAGE OF THE COUNTRY 
IN WHICH SHE AND HER HUSBAND ARE 
LOCATED HAS LONG BEEN RECOGNIZED, 
BUT THIS DEVELOPMENT REPRESENTS THE 

Agency's first effort to assist her 

IN ACQUIRING THE LANGUAGE. It STEMS 
FROM RECOGNITION THAT LANGUAGE COM- 
PETENCE, EVEN THOUGH LIMITED, IS 
AN IMPORTANT FACTOR IN FACILITATING 
CONGENIAL ADJUSTMENT TO A NEW ENVI- 
RONMENT, WITH ATTENDANT BENEFITS TO 
EMPLOYEE PERFORMANCE. 

IN RECOGNITION OF THESE BENEFITS 

to the Agency, the Office of Train- 
ing WILL ENCOURAGE LANGUAGE STUDY BY 
DEPENDENTS WHO DESIRE AND ARE ABLE 
TO PARTICIPATE IN REGULAR CLASSES. 

They, however, must maintain the 

SAME STANDARDS OF PERFORMANCE AS 
STAFF EMPLOYEES. 



DURING THE MONTH OF AUGUST THE 

Language and Area School initiated 

THE USE OF ITS TRA INING SITE AT A 

{SSSIHB9HH9SSI 

GROUPS STUDYING RUSSIAN, ROMANIAN, 

German, French, Chinese, Polish, and 
Persian utilized the site. Each 

GROUP OCCUPIED THE SITE FOR A PERIOD 
OF APPROXIMATELY ONE WEEK. ONLY THE 
LANGUAGE OF STUDY WAS USED ON AN 
AROUND-THE-CLOCK SCHEDULE. 


At THE TRAINING SITE IT IS POSSI- 
BLE TO APPROXIMATE A VARIETY OF CAS- 
UAL INFORMAL SITUATIONS, RESEMBLING 
THOSE CONFRONTING AN AMERICAN I N .THE 
COUNTRY WHERE THE LANGUAGE IS SPO- 
KEN. "Controlled spontaneity" is 

THE KEY NOTE OF THE EXERCISES AS IN- 
STRUCTORS PROMOTE INFORMAL DIS- 
CUSSIONS AND APPLICATION OF THE 
LANGUAGE TO SITUATIONS OF DAILY 
LIFE, WHICH REQUIRES WIDE USE OF 
GENERAL AND SPECIALIZED VOCABULARY. 

The EXERCISES HAVE BECOME A REGU- 
LAR PART OF FULL-TIME TRAINING. 

Each class will have at least two 

PERIODS AT THE SITE. DURING THE 
FINAL SESSION FOR EACH CLASS, THE 

Agency proficiency test will be ad- 
ministered TO ALL STUDENTS AS PART 
OF THE EXERCISE. 


S-E-C-R-E-T 
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EASTER H JOINT COMPUTER COMFEREIICE 

The Eastern Joint Computer Confer- 
ence — sponsored by the Institute 
of Radio Engineers, the Association 
for Computing Machinery and the 
American Institute of Electrical En- 
gineers -- will be held 9-13 De- 
cember 1957, at the Sheraton Park 
Hotel . 

"Computers with Deadlines to Meet" 

IS THE THEME WHICH RUNS THROUGH THE 
WIDE RANGE OF COMPUTER PROBLEMS AND 
APPLICATIONS TO BE DISCUSSED IN THE 
9 SESSIONS AND 50 PRESENTATIONS OF 

the 1957 Conference. 

The PROGRAM FOR THE CONFERENCE IN- 
CLUDES SESSIONS on: 

Industrial Control Computers and 
I NSTRUMENTAT I ON; 

Traffic Control, Navigation and 
Surve i llance; 

Simulation in Real-time; 

Synthesis of Real-time Systems; 
On-line 3usiness Systems; 

Digital Communications Techniques; 
Document Reading, Pattern Recogni- 
tion and Output Devices; and 
exhibits 

Agency personnel who feel that 

THEY WOULD BENEFIT FROM PARTICIPA- 
TION IN THIS CONFERENCE AND WHO ARE 
INTERESTED IN FURTHER INFORMATION 
MAY CALL REGI STRAR/TR, EXT. 4005. 


OPERATIONS RESEARCH CONFERENCE 

The American Management Associa- 
tion WILL HOLD A SPECIAL CONFERENCE 

on Operations Research 25 - 27 No- 
vember 1957 at the Palmer House, 
Chicago. Top experts will discuss 

THE DIFFERENT OPERATIONS RESEARCH 
TECHNIQUES WHICH ARE CURRENTLY BEING 
APPLIED IN BUSINESS. ALL PRESENTA- 
TIONS WILL BE MADE IN NON-TECHN I CAL 
LANGUAGE AND WILL EMPHASIZE THE 
PRACTICAL APPROACH. 

Topics of the lectures to be given 
are: 

Future Horizons for Scientific 
Analysis in Management 
The Status of Industrial Opera- 
tions Research Here and Abroad 
Operations Research in Business — 
Pro and Con 

Staffing for Operations Research 
Operations Research in Cost Con- 
trol, Budgeting, and Economic 
Plann i NG 

Inventory Control and Distribution 
Loading and Scheduling 
Plant Location -- Operations Re- 
search Sharpens the Answer 
What Top Management Should Expect 
of Operations Research. 

For further information, you may 
contact Registrar/TR, ext. 4005 . 


S-E-C-R-E-T 
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CORPORATION EXECUTIVE CONFERENCES 

The School of Advanced Interna- 
tional Studies of Johns Hopkins Uni- 
versity AND ITS AFFILIATED FOREIGN 
Service Educational Foundation pre- 
sent EACH YEAR A SERIES OF MEETINGS 
DESIGNED SPECIFICALLY TO MEET THE 
REQUIREMENTS OF THE EXECUTIVE WITH 
INTERNATIONAL INTERESTS - TO £*- 
^HiS%jE~~"MUTUAL UNDERSTANDING BETWEEN 
BUSINESS EXECUTIVES, LABOR LEADERS 

and Government officials on matters 

AFFECTING AMERICAN BUSINESS OPERA- 
TIONS ABROAD. 

Attendance at such meetings is 
limited. However, a small quota has 
been obtained which permits Agency 
personnel to attend these two-day 
sessions on a non-participating ba- 
sis, as guests of the President, 
Foreign Service Educational Founda- 
tion. 

Conferences scheduled for the re- 
mainder of the 1957 - 58 season are: 

December 11 - 12 , 1957 - 

THE CURRENT SITUATION IN LATIN 
AMERICA - a review of trends and 
events in an area of great impor- 
tance to the U. S. foreign trade 

COMMUN I TY . 

February 11 - 12% 1958 - 

CONTEMPORARY AFRICA (SOUTH OF THE 
SAHARA) - a discussion of the 
problems facing U. S. business in 
this rapidly developing market and 

SOURCE OF RAW MATERIALS. 


Apr i l 9 - 10. .1 958 - 

SOUTH AND SOUTHEAST ASIA - a sur- 
vey OF THE RELATION OF THIS AREA 
TO THE COMMERCIAL AND FINANCIAL 
INTERESTS OF THE U. S. 


If YOU ARE INTERESTED IN ATTENDING 
ANY OF THESE SESSIONS, DISCUSS PLANS 
WITH YOUR SUPERVISOR AND TRAINING 

Off i cer . 

Applications must be received by 
THE REGISTRAr/TR AT LEAST TWO WEEKS 
BEFORE THE DATE OF EACH CONFERENCE. 
If accepted for attendance, you will 
BE NOTIFIED. For further informa- 
tion, you MAY CONTACT R/TR, exten- 
sion 4005. 


S-E-C-R-E-T 
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BIBLIOGRAPHY ON GERMANY AVAILABLE 
OTHERS TO BE AVAILABLE SOON 


The third and revised edition of 

OTR'S ANNOTATED GERMANY: A BIBLIOG- 


RAPHY , PREPARED BY OTR's LIBRARY 
Section under the direction ofHSB| 

~|WITH THE TECHNICAL ASS I 



AVA I LABLE . 


|25X1A9a 

25X1 A9a 
25X1 A9a 


The revised edition lists 576 

BOOKS AND ARTICLES, IN ENGLISH, PUB- 
LISHED since World War II. Also, 
ABOUT 45 OUTSTANDING GERMAN LANGUAGE 
ITEMS PUBLISHED OVER THE PAST FEW 
YEARS HAVE BEEN INCLUDED. 


A BIBLIOGRAPHY ON HUNGARY AND AN- 
OTHER on France are in preparation. 
It IS hoped that they will be AVAIL- 
ABLE for the initial offering of 
new Basic Country Surveys on those 
countries in 1958. 


In addition to assisting Agency 

PERSONNEL WHO WORK ON THESE COUN- 
TRIES, THESE BIBLIOGRAPHIES WILL 
SERVE AS TEACHING AIDS IN THE RE- 
SPECTIVE BASIC COUNTRY SURVEYS IN 

the Area Training Program. The bib- 
liography on Germany has already 

FILLED A NEED WIDELY RECOGNIZED IN 

the Intelligence Community. 

For a copy of Germany: A Bibliog- 
raphy, call extension 3096. 


S-E-C-R-E-T 
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YOU ARE INVITED TO ATTEND THE VARIOUS FOREIGN LANGUAGE AND ENGLISH 
FILMS TO BE SHOWN IN ROOM 1-82 QUARTERS EYE, AT 1200 HOURS AS SCHEDULED 
BELOW. Both feature films and factual films are included. If you en- 
joy FOREIGN FILMS, DESIRE TO IMPROVE YOUR LANGUAGE PROFICIENCY, OR SEEK 
ADDITIONAL AREA KNOWLEDGE, YOU WILL FIND THESE PROGRAMS INTERESTING 
AND BENEFICIAL. OCCASIONALLY, IF IT IS IMPOSSIBLE TO SECURE A SCHEDULED 

25X1 A9a ^^^^^|titution will be made. For further information, please call 

extension 2381. You will, of course, wish to arrange with 
your supervisor for authorization to attend those films which require 

TIME IN EXCESS OF YOUR LUNCH HOUR. 


13 November 
Wednesday 

15 November 
Fr i day 

20 November 
Wednesday 

21 November 
Thursday 

25 November 
Monday 

27 November 
Wednesday 

2 December 
Monday 

3 December 
Tuesday 

4 December 
Wednesday 

10 December 
Tuesday 


Russian film: "Alien Kin" J6455, 100 min. 

(Family problems on a Kolkhoz) 

Polish Feature 
German Newsreels 

Czech Film: "Anna Proletarka" 100 min. 

Hungarian Film: "Magnas Miska" D6144, 87 min, 

Russian Newsreels 
Polish Feature 

Chinese Film: "Secretary of the Raikom" E6570, 95 min. 
(Rayon Party Secretary Organizes Resistance against Nazis) 

French Film: "Angel and The Sinner" G7106, 88 min. 

German Film: "Magda" B1393, 90 min. 


13 December Polish Feature 

Fr i DAY 


S-E-C-R-E-T 
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17 December 

Ita 

Tuesday 


20 December 

Pol 

Fr 1 DAY 



li an Film: "Mother 
ish Feature 


Earth" G7107, 88 min. 
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IN SEARCH OF IMPROVED MANAGEMENT 

(by the Management Training Faculty) 


A CURSORY GLANCE AT THE OUTSTANDING MAGAZINES DEALING WITH AMERICAN 
BUSINESS TODAY REVEALS AN INTENSE AND CONTINUING CONCERN WITH PROBLEMS 
OF EFFECTIVE MANAGEMENT. DISCUSSIONS WITH REPRESENTATIVES OF VARIOUS 
GOVERNMENT DEPARTMENTS AND AGENCIES INDICATE AN EQUALLY INTENSE PREOCCU- 
PATION WITH IMPROVING MANAGERIAL PROFICIENCY. LEADING UNIVERSITIES, RE- 
SPONDING TO THE DEMANDS OF INDUSTRY AND GOVERNMENT, ARE EXPANDING THEIR 
CAPABILITIES FOR PROVIDING BOTH SPECIALIZED AND BROAD, GENERALIZED IN- 
STRUCTION FOR MANAGERIAL PERSONNEL. THE AMERICAN MANAGEMENT ASSOCIATION, 

the International Management Association and a number of other organiza- 
tions SPECIALIZING IN THE BUSINESS OF IMPROVING MANAGEMENT PHILOSOPHY AND 
PRACTICE ARE INCREASING THE NUMBER OF COURSES, WORKSHOPS, SEMINARS AND 
CONFERENCES DESIGNED TO PROMOTE BETTER ON-THE-JOB MANAGEMENT. 

Since January 1954, OTR has been building a program of instruction 
for Agency supervisors and managers. This program, designed to enhance 
understanding of the fundamental concepts of sound MANAGEMENT, MAKES 
AVAILABLE BOTH INTERNAL AND EXTERNAL TRAINING AND INCLUDES THE COURSES 
DISCUSSED BELOW. 

Basic Supervision is geared to the requirements of first-line super- 
visors throughout the Agency. Special emphasis is placed upon the human 

RELATIONS ASPECTS OF THE SUPERVISOR'S RESPONSIBILITY FOR GETTING WORK 
DONE THROUGH PEOPLE. INSOFAR AS IS POSSIBLE, SUPERVISORS WITH THE SAME 
GENERAL LEVEL OF RESPONSIBILITY CONSTITUTE THE STUDENT BODY FOR EACH 

course. Content is varied slightly from course to course to fit the 
NEEDS OF THE PARTICIPANTS. At PRESENT, GS 5 - 7 SUPERVISORS ATTEND ONE 
COURSE, AND GS 9 - 11 SUPERVISORS ANOTHER. SUPERVISION FOR INTELLIGENCE 
Officers is offered for those individuals at GS 12 - 14 whose main re- 
sponsibility IS SUBSTANTIVE RESEARCH or TECHNICAL SUPPORT BUT WHO ALSO 
HAVE SOME MANAGEMENT RESPONSIBILITY AS PROJECT LEADERS OR SUPERVISORS OF 
THE WORK OF OTHER ANALYSTS OR TECHNICAL PERSONNEL. An INTEGRAL PART OF 

Basic Supervision is the "follow-up plan" consisting of two meetings, one 

OF WHICH TAKES PLACE FROM FOUR TO SIX MONTHS AFTER A COURSE HAS BEEN COM- 
PLETED AND THE OTHER WITHIN THE NEXT YEAR. THE LATTER IS ATTENDED BY THE 
COMBINED STUDENT BODIES OF SEVERAL COURSES. MEMBERS OF THE AGENCY’S TOP 
MANAGEMENT HAVE BEEN MOST GENEROUS IN DEVOTING TIME TO SPEAKING AT THESE 
MEETINGS. 


S-E-C-R-E-T 
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During the past summer, a new requirement was met for the first time. 
At the request of the Chief, Records Integration, a specially-tailored 
presentation of Basic Supervision was offered for night shift supervisors 
of Fl/RI. The schedule and content were adapted to meet the unique needs 

AND THE TIME LIMITATIONS OF THESE SUPERVISORS. THE MANAGEMENT TRAINING 

Faculty is now prepared to consider requests for this type of presentation 
for other Agency components. 

The success of Basic Supe r vis ion , qualitatively speaking, is measur- 
able ONLY IN TERMS OF INCREASED SUPERVISORY CAPABILITY ON THE PART OF IN- 
DIVIDUALS. IF A QUANTITATIVE MEASUREMENT IS MEANINGFUL, TWO RELATED FACTS 
ARE OF INTEREST: 569 PERSONS HAVE ATTENDED BASIC SUPERVISION , AND EACH 
RECENT OFFERING HAS BEEN FULLY SUBSCRIBED. BASIC MANAGEMENT SERVES THE 
NEEDS OF THE AGENCY'S "MIDDLE-MANAGERS", THOSE PERSONS WHO HAVE AT LEAST 
ONE ECHELON OF SUPERVISORS UNDER THEIR DIRECTION. It IS PRESUMED THAT THE 
JOB REQUIREMENTS OF THESE STUDENTS INVOLVE THE EXPENDITURE OF A SUBSTAN- 
TIAL AMOUNT OF TIME ON SUCH MANAGEMENT ACTIVITIES AS PLANNING, DIRECTING, 
COORDINATING AND CONTROLLING RATHER THAN ON DIRECT SUBSTANTIVE WORK. AS 
IN THE CASE OF BASIC SuPERVI S I ON . SUCCESSIVE OFFERINGS OF BASIC MANAGEMENT 
ARE TAILORED TO THE NEEDS OF PARTICIPANTS HOMEOGENEOUSLY GROUPED IN TERMS 
OF GENERAL LEVEL OF RESPONSIBILITY. THE COURSE COVERS THE RESPONSIBILI- 
TIES OF THE MIDDLE MANAGE!?, CURRENT MANAGEMENT DOCTRINE, ANALYSIS OF THE 
APPLICATION OF MANAGEMENT CONCEPTS IN SELECTED CASE HISTORIES, AND SPECI- 
FIC MANAGEMENT PROBLEMS AND TECHNIQUES IN USE IN THE AGENCY. 

Management (Special) is an adaptation of Basic Management to the spe- 
cial REQUIREMENTS OF INDIVIDUAL AGENCY COMPONENTS. PRESENTED AT THE RE- 
QUEST OF A PARTICULAR COMPONENT, MANAGEMENT (SPECIAL) IS CONDUCTED EITHER 

at Headquarters or, if the requestor so desires and arrangements can be 

MADE, AT A LOCATION OUTSIDE THE HEADQUARTERS AREA. 

Since January 1954, 628 persons have attended these two courses. Re- 
quests for Management (Special ) continue to arrive at normal frequency and 
registrations for Basic Management often exceed maximum course capacity. 

Some of the management courses given by universities and other organi- 
zations ARE CONSIDERED TO BE EFFECTIVE IN PREPARING QUALIFIED AGENCY EM- 
PLOYEES FOR FUTURE ADVANCEMENT. IT SHOULD BE NOTED, HOWEVER, THAT AN 
INDIVIDUAL IS NORMALLY EXPECTED TO COMPLETE THE APPROPRIATE INTERNAL TRAIN 
I NG BEFORE APPLYING FOR ADMISSION TO EXTERNAL TRAINING IN THIS FIELD. 

External courses usually range in duration from four to twelve weeks, and 

ARE CONDUCTED VARIOUSLY FROM ONCE TO FOUR TIMES A YEAR. NOTEWORTHY EXAM- 
PLES are: 
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am a Management Course - the American Management Association 


Advanced Management Program — Harvard University 

Executive Program in Business Administration - Columbia University 


Management Problems for Executi ves_ - the University of Pittsburgh 

Information about these and other courses is contained in the OTR Caja ; 
log. Data on a still wider range of courses, as well as various Orienta- 
tion Seminars and Workshops conducted by AMA, can be acquired from the 
Regi strar/TR . 


Various plans for enlarging the scope of internal training have been 

VARIOUS kuain Or tor F R - 14 NOVEMBER OFFERING 

UNDER EXAMINATION FOR SOME TIME. THE 28 OCTOBER 14 "OVLMBt 

or Supervision for I ntelligence Officers is the first 14-day supervision 

course. The four additional days are in the nature of an E *^ E *'" E J^ !_ 

response to student demand and instructor recommendation, the length 

PNED COURSE is a SUCCESS, THE PATTERN MAY WELL BE RETAINED FOR FUTURE 

presentations, and Basic Supervision may be extended by five days to 

TOTAL OF THREE WEEKS. 

A NEW COURSE, I M TPonur.T I ON TO SUPERVISION , HAS BEEN DESIGNED FOR PER- 
SONS WITH NO PRESENT SUPERVISORY RESPONSIBILITIES BUT FOR * * U " RV '" 

SORY ASSIGNMENT IS ANTICIPATED. THE FIRST OFFERING OF THIS COURSE IS 
ANNOUNCED ELSEWHERE IN THIS ISSUE OF THE BULLETIN . EXPERIENCE WILL DETER- 

“r« E TO» It should so made a part or OUR reoularly scheduled offer 1 mgs 

HEREAFTER . 

Two NEW TYPES OF PRESENTATION ARE BEING CONSIDERED FOR ADD 1 T 1 *” E "“ 

EVER PRACTICABLE, TO THE TRAINING AVAILABLE FOR MIDDLE MANAGERS. °NE WOULD 

. cro.rc: nr Management Seminars in which discussions concerning current 

AOEHCY PROBLEM S, RLAHSaId TECHn TSuES RELATED TO MANAGEMENT FUNCT.ONS ARE 
CONDUCTED BY AGENCY OFFICIALS. 


THE SECOND, A SERIES OF MANAGEMENT WORKSHOPS , WOULD BE DESIGNED TO 
PROVIDE PRAGUE ,N T„E ACTUAL APPLICATION OF MANAGEMENT PR I NC I PLES AND 
TECHNIQUES TO TYPICAL AGENCY SITUATIONS. 

The long range objectives of management training programs in industry 
and Government APE clear-cut: to ,mrrove the understanding and arplica- 

TION OF SOUND MANAGEMENT POLICIES AND PRACTICES SO T . HAT MANAGEMENT 
JECTIVES CAN BE BETTER MET THROUGH BETTER MANAGEMENT. THE MANAGEME T 
^JnInG FACULTY OF THE OFFICE OF TRA I N , NG CORDIALLY INV.TES YOU TO PARTI- 
CIPATE IN THE EFFORT TO ACHIEVE THESE GOALS. 
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REGISTRAR'S REminOERS 




For information regarding courses and registration procedures read 
I?" ^° PY “V* J“S-£AI&U8i a™ your 0TB BuLLEt" CON- 

ppn^A T Officer. To register in a course, secure the ap- 

PROVAL AND SPONSORSHIP OF YOUR SUPERVISOR. OTR REGISTRATION DEADLINE 

RE .. ^ SE DATES F0LL0W * ./please check with your Training Officer 

REGARDING HIS SPECIAL DEADLINES FOR APPL I CAT I OnJ J 


COURSE TITLE 

Intelligence Orientation 
(R &. S Auditorium) 

Administrative Procedures 

(136, ■■ 

(See your OTR Catalog) 

d36, wmM 

Basic Supervision 

(0830 - 1230 hours, daily) 

(155,^M 

(GS 5 - 7) 

(GS 9 - 11) 

(GS 12 - 14) 

Basic Management 

(083 0 - 1230 hours, daily) 

( 155 ,^^ 

(GS 11 - 12) 

(GS 12 - 14) 

(GS 13 - 15) 

Clerical Refresher Program 
(Hours to be arranged) 

(Room 508, 1016 16th St.) 


CODE 

APPLY BY 

1 

DURATION 

B-3 

18 Nov 

25 Nov - 

20 Dec 

B-4 

3 Feb 

10 Feb - 

28 Feb 

B-5 

30 Dec 

6 Jan - 

7 Feb 

B-7 

13 Jan 

2 Dec 

24 Mar 

20 Jan - 
9 Dec - 
31 Mar - 

31 Jan 

20 Dec 

1 1 Apr 

B-8 

25 Nov 

30 Dec 

27 Jan 

2 Dec - 
6 Jan - 

3 Feb - 

13 Dec 

17 Jan 

14 Feb 

B- 12 

30 Dec 

6 Jan - 

31 Jan 


THRU 
B- 19 


PRE-T ioIo NG F0 » THE Clc:r,cal Refresher Program is scheduled for 2 Jan- 
uary 1958, IN Room 508, 1016 16th Street as follows: 

0900 - 1000 Typing 0930 - 1100 Shorthand 1100 - 1200 English Usage 
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COURSE TITLE 

Instructional Techniques 

(2011 R & S) 

Dependents’ Briefing 
(117 Central Building) 


Party Organization and 
Operations 

(0830 - 1230 hours, daily) 

(2202 Alcott) 

Intelligence Techniques 

(2027 R &. S) 

Conference Leadership 
(0930 - 1130, Mon., Wed.) 

(2027 R & S) 

Effective Speaking 
(0930 - 1130, Mon., Wed.) 

(2025 R & S) 

Writing Workshop 
(0900 - 1200 hours, 

1st wk: Mon., Tues., Thurs. 
last 3 wks: Tues., Thurs.) 
(2606 R & S) 

Reading Techniques 
(Hours to be arranged) 

(2502 Quarters Eye) 

Reading Techniques - 
Executive (Workshop) 

(Hours to be arranged) 

(2502 Quarters Eye) 

Intelligence Research (Maps) 
(0900 - 1200, Mon., Wed., Fri.) 
(2029 R & S) 


CODE 

APPLY BY 

DURATION 

B-20 

20 Jan 

27 Jan - 31 Jan 

B-23 

(See your 
Training 
Officer) 

3 Dec - 4 Dec 

C-2 

18 Nov 

25 Nov - 20 Dec 

1-1 

i 

18 Nov 

25 Nov - 20 Dec 

1-3 

20 Jan 

27 Jan - 7 Mar 

1-5 

25 Nov 

2 Dec - 24 Jan 

1-6 

30 Dec 

6 Jan - 31 Jan 

1-7 

25 Nov 

2 Dec - 27 Dec 


13 Jan 

20 Jan - 31 Jan 

1-12 

30 Dec 

6 Jan - 24 Jan 
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COURSE TITIF 

CODE 

APPLY BY 

DURATION 

("0" course titles are 
listed only in OTR 

0-1 

24 Feb 

3 Mar - 27 Jun 

Catalog 100-1 ) 

0-2 

23 Dec 

6 Jan - 14 Feb 


0-4 

18 Nov 

25 Nov - 13 Dec 


0-6 

30 Dec 

6 Jan - 31 Jan 


0-8 

13 Jan 

20 Jan - 7 Feb 


0-10 

18 Nov 

25 Nov - 13 Dec 


0-13 

30 Dec 

6 Jan - 24 Jan 


0-15 

10 Feb 

17 Feb - 7 Mar 


0-17 

6 Jan 

20 Jan - 14 Feb 


0-24 

20 Jan 

3 Feb - 28 Feb 


0-25 

18 Nov 

25 Nov - 13 Dec 


0-27 

3 Feb 

10 Feb - 21 Feb 


AREA TRAINING. 


Applications for Area Training must be submitted to the Registrar 
£ ™ " LEAST ™ “ EEKS "•«* « ™ 


COURSE TITLE 

America ns Abroad Orientation : 

Middle East and North Africa 
(0900 - 1200 hours, daily) 


apply BY DURATION 

30 Dec 13 Jan - 17 Jan 


Basic Country Survey ; 
Phi l i ppi nes 


30 Dec 13 Jan - 21 Feb 


S-E-C-R-E-T 
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PART-TIME LANGUAGE TRAINING 


COURSE TITLE 


APPLY BY DURATION 


French 

Workshop - Reading (2 2-hour classes 
per week) 

Basic Speaking (2 class hours daily) 

German 

Basic Speaking (3 2-hour classes per 
week) 

Greek 

Basic RSW (1 class hour daily) 

Intermediate RSW (1 class hour daily) 

Italian 

Workshop - Reading (2 2-hour classes 
per week) 

Basic Speaking (2 class hours daily) 


Portuguese 

Workshop - Reading (2 2-hour classes 
per week) 

Roman i an 

Workshop - Reading (2 2-hour classes 
per week) 

Basic Speaking (2 class hours daily) 
Span i sh 

Workshop - Reading (2 2-hour classes 
per wepk) 

Basic Speaking (2 class hours daily) 


Turk i sh 

Basic RSW (1 class hour daily) 


23 Dec 6 Jan - 14 Mar 

(Formerly 16 Jan) 
23 Dec 6 Jan - 23 May 


23 Dec 6 Jan - 23 May 


23 Dec 6 Jan - 19 Dec 

23 Dec 6 Jan - 19 Dec 

23 Dec 6 Jan - 14 Mar 

23 Dec 6 Jan - 23 May 

23 Dec 6 Jan - 14 Mar 


23 Dec 6 Jan - 14 Mar 

23 Dec 6 Jan - 23 May 

23 Dec 6 Jan - 14 Mar 

23 Dec 6 Jan - 23 May 

23 Dec 6 Jan - 20 Jun 
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FULL-TIME LANGUAGE TRAINING 


Applications for Full-Time Language courses should be submitted at 

LEAST 6 WEEKS, AND PREFERABLY 3 MONTHS, PRIOR TO THE BEGINNING DATES 
OF THE COURSES. QUALIFICATIONS OF ALL APPLICANTS ARE CONSIDERED BY 

OTR Qualifications Review Panels prior to approval for training. 


COURSE TITLE APPLY BY DURATION 

Basic RSW 

Persian 25 Nov 6 Jan - 20 Jun 

Advanced RSW 

Chinese 30 Dec 10 Feb - 9 May 


VOLUNTARY LANGUAGE TRAINING PROGRAM 


(Non-Duty- Hours) 


COURSE TITLE 


APPLY BY DURATION 


Any language for which a minimum 

of five (5) people apply 2 Dec 6 Jan - 25 Apr 
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FOREIGN LANGUAGE PROFICIENCY TESTS 


The Foreign Language Proficiency Tests are for those persons who 

ALREADY HAVE SOME KNOWLEDGE OF A GIVEN LANGUAGE AND ARE DESIGNED TO 
TEST HOW WELL A PERSON READS, WRITES AND SPEAKS THAT LANGUAGE. INDI- 
VIDUALS APPLYING FOR INTERMEDIATE OR ADVANCED STUDY OF A LANGUAGE MAY 
BE REQUIRED BY THE OFFICE OF TRAINING TO TAKE THE PROFICIENCY TEST IN 
THAT LANGUAGE IN ORDER TO DETERMINE JUST WHAT FURTHER TRAINING WILL 
BE MOST REWARDING. THE WRITTEN PART OF THE TEST (COVERING READING 
AND WRITING) REQUIRES ABOUT THREE-FOUR HOURS AND IS GIVEN IN THE MORN- 
ING. The oral part requires about 15 minutes for each person and is 

GIVEN IN THE AFTERNOON. INDIVIDUALS MAY ELECT, OR BE REQUIRED, TO 
TAKE TESTS IN READING, WRITING OR SPEAKING, OR ANY COMBINATION OF 
THESE CAPABILITIES. ALL TESTS ARE ADMINISTERED ON THURSDAYS, IN ROOM 

2825, Wing I, Quarters Eye. Call extension 4640 at least one week 

PRIOR TO THE DATE OF A TEST TO ARRANGE AN APPOINTMENT. 


14 

Nov 

German 

21 

Nov 

Eston 1 AN 


Persian 

Thai 


Yiddish 


5 Dec French 

12 Dec Cambodian 

Lithuanian 
Norwegian 

19 Dec Russian 
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